
THEATER PRODUCTION SPECIALIST 
 

GRADE: 17        FLSA: NON-EXEMPT 
 

CHARACTERISTICS OF CLASS: 
 
The Theater Production Specialist performs intermediate technical and responsible 
administrative work in providing assistance and logistics for performances, rehearsals, 
and changeovers at the F. Scott Fitzgerald Theater. The Specialist also supports other 
various City related events and venues that need technical assistance by developing 
logistics, scheduling and coordinating technical personnel, obtaining and delivering 
necessary technical equipment.  This position uses a proactive approach, requiring 
outside and inside contacts and explanation of specialized matters. The work is directed 
using general policy direction, practices and procedures to evaluate technical requests 
and provide support in a safe and practical manner, with meaningful impact. The work is 
accomplished with moderate physical demands under good working conditions. The 
incumbent is responsible for limited supervision of part-time staff.   
 
EXPECTATIONS OF ALL CITY EMPLOYEES: 
 

• Learn and demonstrate an understanding of City, department, division and team 
goals. 

• Serve and meet the needs of customers during routine or emergency situations. 
• Ability and willingness to work as part of a team, to demonstrate team skills and 

to perform a fair share of team responsibilities. 
• Ability to assess his/her work performance or the work performance of the team. 
• Plan and organize his/her work, time and resources, and if applicable that of 

subordinates. 
• Contribute to the development of others and/or the working unit or overall 

organization. 
• Produce desired work outcomes including quality, quantity and timeliness. 
• Communicate effectively with peers, supervisors, subordinates and people to 

whom service is provided. 
• Understand and value differences in employees and value input from others. 
• Consistently report to work and work assignments prepared and on schedule. 
• Consistently display a positive behavior with regard to work, willingly accept 

constructive criticism and be respectful of others. 
 
EXAMPLES OF DUTIES: 
 

• Supervises, coordinates and assists in changeovers, rehearsals, and 
performances. 

• Coordinates logistics for production at F. Scott Fitzgerald Theatre including 
sound, lighting, curtains, staging, user group needs, etc. 

• Coordinates user group technical requests. 



• Schedules theater part time technical personnel to ensure smooth operation. 
• Reviews and verifies part time technician time sheets for hours worked. 
• Design/ installs lighting and sound for theatre user groups. 
• Assists in theater technical upgrades to sound and lighting equipment  
• Maintains theater inventory control and repairs theatrical equipment. 
• Orders theatrical supplies and tools as needed. 
• Assembles and transports scenic elements. 
• Meets with City staff to determine requirements for outside technical support. 
• Provides technical personnel to City events. 
• Transports lighting and sound equipment to City functions as needed. 
• Acts as assistant box office manager. 
• Acts as theatre Supervisor in his absence. 
• Performs other duties as required. 

 
QUALIFICATIONS: 
 
Required Training and Experience: 
 
Any combination of training and experience substantially equivalent to graduation from 
high school supplemented by courses in theatrical production, and three years 
experience in the field including event production and technical supervision. Touring or 
road experience preferred.  Must have appropriate driver’s license valid in the State of 
Maryland. 
 
Preferred Knowledge, Skills and Abilities: 
 

• Thorough knowledge of theater and event production practices. 
• Working knowledge of theatre lighting and sound equipment including use and 

repair. 
• Skill in coordination and organization of event logistics. 
• Oral and written communication skills. 
• Ability to work effectively with user groups.  
• Ability to supervise part time personnel and volunteers  
• Ability to work flexible hours 

 


